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SERVICEPOINT WORKFLOW

Bowman Systems recommends the following workflow in order add, edit, and delete file attachments into
our ServicePoint database. This workflow was completed using an Internet Explorer web browser,
version 7 on Windows XP Service Pack 3 operating system. There may be add-ons or security settings
within your internet options that will prevent the options seen in this workflow. If you’re having
difficulty with these options, see your system administrator or technical support office for assistance.

CLIENT ARRIVAL

e Click on ClientPoint.

e Search the database for possible matches. If the client already has an existing record in
ServicePoint, click on the client’s name (a blue hyperlink) to access the record. If the search
results yield no adequate matches, add the client as new. (See Figure 1-1 ©)

Possible Matches
(refine your results or add as new below)

showing 1-3 of 3 (<<First <Prev | Next> Last>>)

Name SS# Date of Birth Gender Banned
i Test, Just A (£6281) 4_0 000-00-0000 02/01/1970 Female Indefinite
jin} »  Testing-2. Just (£11653) 131-13-1333 01/19/1580 Male
M sk Testingfamilvhprp. Justine (£11465) 11/11/1960 Female

showing 1-3 of 3 (<<First <Prev | Next> Last>>)

Search Using Client ID.

Scan or Enter Search This ID | | Delete This ID
Client 1D

Add Client With This Information

Change your criteria and Search for client to reduce the potential matches.

First [just [z | Last [test | suffix |
N
Search Filter [ gyact Match?

® search only active clients?

O search only inactive/deleted clients?
(O search all clients?

Search For Client |

Figure 1-1

e The Profile tab of the Client’s record will load and the Client ID will display (#). (See Figure
1-2 )

FProfile Assessments Matrix Case Plans Service Transactions Referrals Activities
= s B S
ROI_| RESOURCE PT|CASE LIORKERS [SECURIT Y|

W@ client - Initiative, Creative (#4) B
Release of Info: None

ENTREXIT

Household Information - 1 Households - Click to Expand

| Clinmed Maafila l%
Figure 1-2
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IMPORTANT

If “Don’t Know” or “Refused” are selected as the Housing Status response, the
client will not be reported in the HPRP reports.

ADDING ATTACHMENTS

e Click on the Add New File Attachment button located on the Client’s Profile in ClientPoint.
(See Figure 2-1 @)

File Attachments

o—P | Add Mew File Attachment

Date

Added Name Description Type Provider
fa ServicePoint ReportReviewApp T Montgomery County
M 01/08/2010 2).doc tes application/msword Continuum of Care &
P = 5 o Test Attachment for P Montgomery County
M 08/13/2009 AG SHELTER REFERRA|.doc Memory application/meward Continuum of Care =
m 04/24/200% Housing Assessment Tool.doc application/mewaord Ezl;lls.ilcngcstablllzatlcn a
fime FAMILY SHELTER P Housing Stabilization
T 04/23/2009 AEPLICATION. doc application/mesword Zarvices a
A p———
M 04/23/2008 HMIS SHELTER REFERRAL.doc application/mswerd E;t‘,_s_i'c”i“tab"'zat'c"' 2
A p———
T 04/23/2009 NEW SP psvchosocial.doc application/msword Ez::lls_ilcneg:utatlllzatlcn a
Figure 2-1

e A new window will display. (See Figure 2-2)

File Attachment

Browse your hard drive to find the file you would like to upload.

File Name || || Browse... | 4_0

Descriptinn| |

|Save| | Save & Exit | | Cancel |

Figure 2-2

e Click on the Browse @ button to browse your computer for the file to upload to the Client’s
record in ServicePoint.

Bowman Systems 2 08.09.2010
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e Choose your file and click Open. (See Figure 2-3 ©)

Choose file

Loak in: |ﬂ u Pictures

'3 » PR — A
by Recent o
Documents = = F———]
=
|_ I.FI
Desktop ART Error Message, JPG Copy of Sample Pictures

Desktop.ini Sample Pictures Thurmbs.db

i\"-’i% v
Py Metworlk, File name: |cnokieMonster.ipg j Open */ o
Places
Filex of type: |,f.\|| Files [*.7] j Cancel

Figure 2-3

e The Choose File window will close, and the file will be listed in the File Name field. (See Figure
2-4 ©)

File Attachment

Browse your hard drive to find the file you would like to upload.

o_> File Mame [U:\My Fictures\cookisl|[ Browse.. |

Description | |
| Save| | Save & Exit | | Cancel |
Figure 2-4

e Give your file a Description (optional) and click Save & Exit. (See Figure 2-5 @)

File Attachment

Browse your hard drive to find the file you would like to upload.

File Name [U:\My Fictures\cockiel| Browse... |

o—V Description |Picture o |

|Save| | Save & Exit | | Cancel |

Figure 2-5
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e You will now see your file attachment listed. (See Figure 2-6 @)

File Attachments

| Add Mew File Attachment |

Date

Added Name Description Type Provider
= - - . . . - Montgomery County
l I 5 10 f E ? ?
< 07/13/2010 cookieMonster.ipg P|ctureD Image/pipeg Continuum of Care a
e ServicePoint ReportReviewlpp T Montgomery County
M 01/08/2010 =) .doc tes application/msword Continuum of Care a
. . Test Attachment for P Montgomery County
i I il [~ fa il 1 ! !
M 08/13/2009 AG SHELTER REFERRAL.doc Memary application/msword Continuum of Care a
M 04/24/2009% Housing &Assessment Tool.doc application/msword gggj;cnegcstablhzatmn =2
M 04/23/2009 %’ﬁg&g:ﬂgﬂi&c application/msword gzgj;cnssstablhzatmn a
fH 04/23/2009 HMIS SHELTER REFERRAL.doc application/msword gzgji'cnis"ab"'zatm” 2
M 04/23/2009 MEW SP pevchosocial.doc application/msword ;g::lj;cnistablhzatmn =
Figure 2-6

MODIFYING AND DELETING ATTACHMENTS

e Click on the blue hyperlink of the name of the file you wish to modify. This will be located

under the File Attachment section in ClientPoint. (See Figure 3-1 @)

File Attachments
| Add MNew File Attachment |
Egr:ﬁad Name A/o Description Type Provider

5 - Housing P Montgomery County

I I I - ¥ }
T 07/13/2010 housing assessment tool.doc Assessrment Tool application/msword Continuum of Care a

5 - . . . . Montgomery County

f i - f 7 1

CogkieMonster.jpg :
M 07/13/2010 coockieMonster Picture ID Image/pipeag Contnuum of Care a
Figure 3-1

e A pop-up window will display asking you if you want to Open, Save, or Cancel. Select Save.

(See Figure 3-2 @)
File Download

Do you want to open or save this file?

]

Marme: 0d4525e343eb7c3ZbzbyaadbZe5815e2e, doc
Type: Microsoft Word Document, S71EE

From: wnsnd, servicepk,com

X

Open ] [ Save ] [ Cancel

Always azk before opening this type of file 6

Bowman Systems
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IMPORTANT

If you do not get a pop up window, the document will not be able to be saved
correctly. 1f you select “Open”, it will open in the Browser and any changes
will not be saved.

o A new window will display. Rename your file® and click Save® to save it to a location on your
computer. (See Figure 3-3)

Save As E]@

Savein: | I3 Training Documents “ ¥ -

|S)Example 8RT Reports
@F'.genu:\,.r'F\u:lrninTraining_LateReg_EmaiI.dcu:

My Fecent @F'.genI:Ia_Far_ImprDmptuTrainings.dac

Documents HMIS Back Date Training Email, doc
@hnusing_assessment_tu:u:ul.dnc

@RepnrtingHelp.doc

@SERVICEPOINT COMMON QUESTIONS, doc
@SERUICEPOINT TIP SHEET.doc
ServicePl:uint_BackDateMadeTraining_EmaiI.dl:nc
@Serviu:ePu:uint_Service_Transaction_Tru:qu:uIeshonting.u:Iu:uc
@SER\l'ICEF‘OINT_TRF\II"-.IING_P.GENC'\"_.QDMIN.|:||:u:
@ServicePu:uint_Training_ﬂgencvndmin-08-24-2009.dnu:
@SER'\I‘ICEPOINT_TRF\INING_I'\"IANF\.GEMENT.I:II:lc
:-__]j}‘g SEr‘v’iEBPDiI‘It_WCIFkﬂDW_fDr_HPRP.dDE

ServicePoint TechnicalFag, doc
ty Computer ? P

";‘] File name: HAT updated 07-13-2 hd
.
flu Metworl, Save as type: Microsoft Waord Document W

Figure 3-3

B

7

Deskiop

\\.'

My Documents

IMPORTANT

Remember where you saved your file as you will need to upload it back onto
ServicePoint.
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Download complete

Once the file is finished downloading to your computer, click on the Open button. (See Figure 3-

Cownload Complete

...eb7c32bzb7aa4b26815e2e. doc Fram wianwd, servicepk, cam

Daovnloaded:
Dawnload ba:
Transfer rake;

S71KE in 3 sec
14 Tr. AHAT _updated_07-13-2010.doc
190KE/Sec

[ ] Cloge thiz dialog box when download completes

H Open ] [ Open Folder ] [ Cloze
Figure 3-4
e After clicking Open, the file will open on your local computer and you will be able to
successfully edit and save the document. At this point the file is saved on your computer and not
on ServicePoint.
e After making your edits, you need to upload the new version onto the Client record in

ServicePoint, and delete the older file.

the old file you wish to delete. (See Figure 3-5 @)

Follow the steps mentioned in “Adding Attachments” to add the updated file to ServicePoint.

Once your updated file has been successfully attached to the record, click on the trashcan icon of

File Attachments

Date

Added Name

Add Mew File Attachment |

Description Type

Provider

e HAT updated 07-13- Updating Housing TS S Mantgomery County
W 07/13/2010 2010.doc Assessment Tool e Continuum of Care &
= =] . Housing Assezsment ST Montgomery County
W 07/13/2010 housing assessment tool.doc Tool application/msword Continuum of Care a
- - : f - : Montgomery County
f r = Rls i : i 1
I 07/13/2010 cocokieMonster.ipg Picture 1D image/ppeg Continuum of Care ﬂ
Figure 3-5
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e A warning window displays. Click the OK button. (See Figure 3-6 @)

Windows Internet Explorer

\;‘P Are you sure you wank to delete this File attachment?

0>[ oK

H Cancel ]

Figure 3-6

e The file will be removed from the Client record. (See Figure 3-7)

File Attachments

Date

| Add New File Attachment |

Added Name Description Type Provider
e HAT updated 07-13- Updating Housing ST S Mantgomery County
i 07/13/2010 2010.doc Assessment Tool Z3Edal el I Continuum of Care &
N . o . ; Gz Montgomery County
L il E 1 " .
M 07/13/2010 cockieMonster.jpg Picture ID iImage/ppeg Continuum of Care a
Figure 3-7
e You have successfully updated an attachment in ServicePoint.
Bowman Systems 7 08.09.2010
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